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2 MINUTE PEARLS
Cleaning Up Template Lists

• Has your template list become cluttered 
with templates you never use?

• Would you like to clean out your unused 
templates so it is easier to access the 
ones you do use?

• This Pearl will show you how to remove 
unused templates from both your S/O 
Template list and Encounter Template list.
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Part 1: Removing S/O Templates
from My Favorite Folder List
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Initial Steps
Must start with an open encounter…

To access S/O Template 
Management, you need to first 

open the S/O module here
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Two Types of TemplatesImportant to understand that 
the templates which display in 
your drop down menu here are 
of two types: 1) S/O Templates 
and 2) Encounter Templates

Each of these template types is 
managed in a different location 

in AHLTA
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Accessing S/O Template 
Management

To access S/O Template 
Management, click here (Must 

be in the S/O Module!)
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Viewing Your S/O TemplatesTo view your current S/O 
Templates, expand the My 
Favorites folder.  

**Templates that are listed in 
your other folders (i.e. 
Personal, Clinic) and not in 
your My Favorites folder do not 
appear in your drop down list 
of templates.

S/O Template Management
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Removing S/O Template
To remove a template from My 

Favorites folder: 
1) Left Click on template name to 

highlight
2) Right Click and select Remove 

from Favorites (this does not 
delete a template, it simply takes it 
off of your favorite list so it will no 
longer appear in your drop down 
menu).

S/O Template Management

**Repeat steps as necessary for 
remaining S/O Templates
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Part 2: Removing Encounter
Templates from My Favorite 

Folder List
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Accessing Encounter Template 
Management

Do Not Need An Open 
Encounter

To Access Encounter Template Management:
• Open Tools Folder
• Select Template Management
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Removing Encounter Templates
To Remove Templates from My 

Favorite Encounter Templates: 
1) Make sure you are in Search/Browse 

Tab of Template Management
2) Select Search Icon (upper left corner 

of tool bar)

Search Icon
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Removing Encounter 
Templates

3) Check box “Select from my favorites only”

4) Select Search button below

** Do not need to type anything for Template 
Name or any other boxes
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Removing Encounter Templates

To remove templates from My Favorite list:
1) Left click on single template name or hold down the CTRL 

button and select multiple template names
2) Select Remove Favorite icon on top tool bar
3) You will need to exit Template Management before changes 

take effect
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For More Information…

• AMEDD AHLTA Homepage
– https://www.us.army.mil/suite/page/406 (AKO password required)

• AHLTA Video Tutorials
– http://www-nmcp.mar.med.navy.mil/AHLTA/AHLTA%20Training%20Tools/index.html

I would appreciate any feedback or suggestions you have for 
future AHLTA 2 Minute Pearls.  Please contact me at the 

following:

CPT Mark Stackle, MD (AHLTA Program Office)
• Email: mark.stackle@us.army.mil


